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Upebzǃt!xfcjobsé

Cover initial compliance areas:

ÅGetting Started

ÅSubrecipients

ÅGrant Implementation

ÅRecord Keeping

ÅFinancial Management

ÅProcuring Professional 
Services

ÅEnvironmental Review

Spring Webinar will cover 
remaining handbook 
sections



Getting Started
Section 1
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Letter to Incur Cost or Award

ÅAward based on project 
defined in CDBG 
application

ÅSignificant change could 
lead to rescission of 
award
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Letter to Incur Cost or Award ïCont.
WHEN CAN YOU BEGININCURRING COSTS?

(CONSTRUCTION/ACQUISITION/LOCAL ASSISTANCEPROGRAMS)

BEFORE CONTRACT IS EXECUTED

¸Incurred costs cannot exceed 10% 
of total CDBG grant until contract 
is executed

¸Incurred costs must meet CDBG 
requirements

BEFORE NEPA/SEPA IS COMPLETE

¸ Only general admin, costs related to 
NEPA/SEPA review, and pre-design

¸Op!dptut!gps!Ʈdipjdf-mjnjujohƯ!ps!
construction activities 

¸ Eligible costs will be reimbursed only 
after NEPA/SEPA are complete

Note:  Grants for planning activities cannot incur costs prior to contract execution.
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Incur Cost/Award Letter

Prior to contract signing you must submit documents identified in 
letter:

ÅDocumentation of other funding secured (if applicable)

Å Income Survey Documentation (if applicable)

ÅGreenhouse Gas Emissions Reduction Policy* (Att. 1 -E)

ÅResidential Anti -Displacement and Relocation Assistance Plan* 
(Att. 11 -A)

ÅExcessive Force Policy* (Att. 1 -C)

*Existing documentation may be acceptable if the language and provisions are current
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Contract Development
Scope of Work drafted by CDBG 
Project Manager: 

Å Draft based on grant application work 
plan and budget

Å Sent to the grantee for review

Grantee reviews:

Å Activities to be performed under the 
grant and results 

Å Project funding and beneficiary data

Å Expected completion schedule for 
each activity
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Scope of Work Schedule

It is important to provide sufficient time for 
each activity and for potential delays:

VEnvironmental Review

VRegulatory Approval

VMeeting CDBG procurement requirements

VFinal public hearing and reporting requirements



Getting Started - Questions?
Section 1



Subrecipient & Partnerships
Section 18



WASHINGTON STATE DEPARTMENT OF COMMERCE 14

Subrecipient

ÅA non-profit agency or organization provided CDBG 
funds by the CDBG grantee for use in carrying out 
agreed-upon, eligible activities. 

ÅThe subrecipient has administrative requirements

ÅThe subrecipient is accountable to the CDBG grantee
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Partner

Non-profit/organization with an interest in the CDBG funded 
activity awarded to the grantee.

ÅUif!qbsuofsƫt!spmf!jt!nbobhjoh!uif!gbdjmjuz!)gps!fybnqmf!b!food 
bank), may contribute funding to the grantee, contribute non-
budgeted items, or other responsibilities .

Or

ÅThe partner is the owner of the real property that was acquired 
or improved in whole or in part with CDBG funds.
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Grantee Responsibilities 

Grantee

ƳIs wholly responsible for the outcome of 
the project

ƳServes as the prime communication link 
between the subrecipient and CDBG 
project manager  

ƳKeeps a full set of original records for the 
CDBG project on-site

ƳMonitors s ubrecipient to ensure 
compliance with CDBG requirements
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SubrecipientResponsibilities
Subrecipient

ƳComplies with all CDBG requirements

ƳCommunicates with the CDBG Project Manager 
through the grantee and not on behalf of the 
grantee

ƳProvides documentation to grantee for all 
processes involving the CDBG grant

ƳReports to the grantee through a formal processƨ
written or verbal
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Initial Grantee Requirements
ÅExecute Contract with Subrecipient/Partner

Ç Subrecipient Sample (Attachment 18-C)

Ç Partnership Sample (Attachment 18-D)

ÅFor Subrecipients
Ç Prior to entering into an agreement, document that subrecipient is not excluded from

receiving federal funds (check http:// www.SAM.gov for eligibility)

Ç Develop written Standards of Conduct (Attachment 7-K)

ÅEnter into a Deed of Trust with the grantee for any facility constructed, 
acquired, or rehabilitated in whole or in part with CDBG within 30 days of 
acquisition or substantial completion of activities

NOTE:Procurement by partners could trigger additional requirements.  
Contact CDBG project manager

http://www.sam.gov/


Subrecipient & Partnerships
Questions?
Section 18



Grant Implementation 
Checklist
Section 2
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Implementation Checklist

ÅFollows general flow of 
CDBG activities

ÅHandbook sections 
referenced

ÅGuide and reference for 
ensuring compliance

ÅSome items may not apply 
depending on project type



Grant Implementation 
Checklist ïQuestions?
Section 2



Record Keeping & Reporting
Section 3
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Record Keeping

ÅEstablish CDBG filing system

ÅFiles should be secured

ÅMade available to the public

ÅMaintained for six years after CDBG 
closeout
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Filing System

ÅList of recommended files on page 3-1

ÅSample filing structure starts on page 3-2

Recommended File Breakdown
Application File Required Reporting 

CDBG Contract File Subrecipients/Partnership File

Environmental Review File Acquisition File

Financial Management File Relocation File

Procurement and Bonding File Property Management File

Labor Standards & Construction Contract Files Housing Rehabilitation File

Civil Rights File



WASHINGTON STATE DEPARTMENT OF COMMERCE 26

HUD Reporting Requirements



Record Keeping & Reporting
Questions?
Section 3



Financial Management
Section 4
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Internal Controls

ÅOne person should be designated 
as the Fiscal Coordinator

ÅEmployees handling CDBG funds 
must be bonded

ÅDocument your payment approval 
process and procedures
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Internal Controls - Disbursements

ÅCDBG reimburses grantee for 
eligible costs already incurred

ÅGrantee must disburse CDBG 
funds in a timely manner

ÅThree (3) working days upon receipt 
of funds

ÅDo not hold an excess cash balance
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Establish CDBG Account

ÅSet up a separate non-interest bearing account

ÅIn a FDIC bank ƧBddpvou!nvtu!cf!jodmvefe!bt!qbsu!pg!uif!hsbouffƫt!
account system, OR

ÅAs a CDBG account or sub-account within your own accounting system

ÅThe Catalog of Federal Domestic Assistance (CFDA) program 
number is:  14.228

ÅIs listed on your CDBG contract face sheet

ÅUsed in your financial reports for Schedule of Expenditures of Federal 
Awards.
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Cost Eligibility

ÅMust follow the Federal Cost Principles outlined in 2 
CFR 200

ÅEligible costs are limited to activities specified in the 
contract

ÅMaintain source documentation for all costs

ÅRecords must be maintained at least 6 years after 
closeout of CDBG contract
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Cost Eligibility - Indirect

ÅPrior to invoicing for indirect costs, the grantee must 
submit documentation of cognizant agency approval 
per 2 CFR 200

ÅIf no approved indirect rate exists, a 10% de minimis 
rate is allowed
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Cost Eligibility - Administration

ÅExpenses must be documented

ÅIf you pay your staff with CDBG funds, they must document 
actual time spent on the CDBG activity on their timesheets

ÅTimesheets should be broken down by employee and 
indicate hours worked on the CDBG project for each pay 
period

ÅTimesheet sample available in Attachment 4-C
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Requesting Payment
ÅSubmit complete A-19 Voucher Request (Attachment 4-B (1))
ÅIncludes:

ÅFilled out and signed A-19 Voucher

ÅBack-up documentation supporting costs

ÅProject Status Report (Attachment 4-B (4))

ÅReportable Expenses Report (4-B (5))

ÅInclude dates of service on A-19

Å1st payment must be within 270 days of CDBG contract execution 
date.

ÅDo not submit more than monthly or for expenses less than $500
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Requesting Payment - Cont.

ÅDirect Deposit or Electronic 
Funds Transfer (EFT) is 
available by signing up with 
OFM at 
www.ofm.wa.gov/vendors.asp

http://www.ofm.wa.gov/vendors.asp
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A-19 Voucher
ÅCDBG Project Manager will 

provide project specific 
template

ÅIncludes: Address and 
Statewide Vendor (SWV) #

ÅList items by Activity #

ÅSee Attachment 4-B(2) for 
instructions 
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Project Status Report

ÅProject Status Report 
reflects current project 
status 

ÅRequired with each A-19

ÅAttachment 4 -B (4)
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Reportable Expenses
ÅHelps assess how Commerce 

supports diverse businesses

ÅRequired with each A-19 
voucher over $1,000

ÅIncludes data on each 
contractor and subcontractor 
by name, contract relationship 
and Unified Business Identifier 
(UBI) number

ÅAttachment 4 -B (5)
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Final Payment

Å5% of grant is retained until all contract tasks, activities and 
conditions have been met

ÅBefore final payment (this 5% retainage) is released:

ÅAll required forms must be submitted

ÅAll required actions identified in monitoring letter resolved

ÅCloseout Report submitted

ÅCDBG cannot reimburse costs incurred after the contract end 
date
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Program Income
ÅRevenue earned as a result of receiving CDBG funding

ÅTypically earned with housing rehabilitation or micro loans

ÅAny program income available must be used before CDBG 
grant funds are drawn and shown on the A-19 Voucher

ÅGrantee cannot retain program income until after grant is 
closed.
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Program Income Reporting

ÅReported Annually by February 15 (for previous year)

ÅUse Attachment 4-A

ÅEven if you earned less than $35,000 Ƨmust complete and 
submit report

ÅMust submit reports on open and closed CDBG contracts

REMINDER: CDBG program income can only be spent on eligible 
CDBG activities



Financial Management
Questions?
Section 4



Procuring Professional 
Services
Section 5
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Introduction

ÅApplies to engineers, architects and other consultants

ÅRequired under 2 CFR 200 Subpart D and RCW 39.80

ÅDevelop and implement Standards of Conduct (Attachment 7-K)

ÅDefine and develop scope of services

ÅDevelop written selection criteria (Attachment 5 -E for sample)

ÅSelect procurement method and advertise

ÅEvaluate and select consultant

ÅContract and monitor
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Procurement Methods

ÅRequest for Qualifications (RFQ) 
or Proposals (RFP)

ÅArchitecture & Engineering Services 
(qualification based selection) 

ÅAdvertise each project or annually

ÅExample advertisement (Attachment 
5-A)

ÅPersonal Services (all other 
consultants)

ÅMinimum of two proposals for 
competition
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Advertisements for RFQ or RFP
Include language:

ÅEncouraging minority- and women-owned business (MWBE) firms to 
submit proposals

ÅThe grantee and/or subrecipient is an Equal Opportunity and 
Affirmative Action Employer

ÅStating project is funded through the State CDBG program with funds 
from HUD

Sample language is provided on handbook page 5-3.

Advertisement samples are provided in Attachment 5 -A
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Advertising & Timing

ÅPublished once a week for two weeks

ÅMajor newspaper of general circulation

ÅAllow 14 days from date of last publication, before due date

ÅMinority - and women-owned business requirements:

ÅPost advertisement on the Office of Minority and Women -owned 
Business Enterprises (OMWBE) website, OR

ÅDevelop list of five qualified firms using OMWBE Directory

ÅDocument process in procurement file
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Next Steps

ÅEvaluate and Select

ÅVerify firm and owner are eligible to receive federal funds ( SAM.gov)

ÅDocument selection process, including criteria

ÅPrepare the contract:

ÅGeneral administrative provisions

ÅScope of services

ÅMethod of compensation

ÅRequired federal provisions (Attachment 5 -C)

ÅSample agreement (Attachment 5-B)
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Monitor Performance

ÅEstablish a system for 
monitoring consultant 
performance

ÅAt a minimum:

ÅReconcile payment requests 
against applicable documents and 
performance targets

ÅReceive monthly updates on 
project status, or issues
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Small Purchase Procedures

ÅCannot use for engineers or architects

ÅOnly for contracts under $35,000

ÅDoes not have to be advertised

ÅSolicit three proposals 

ÅGood faith effort to include MWBE firms

ÅEncourage Section 3 businesses
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FAQ

System of Award Management (SAM.gov):

ÅGrantees and Subrecipients must be registered

ÅVendors/contractors, including second tier, must be eligible to 
participate in federal or federally -assisted contracts of program

ÅVerify exclusion in SAM.gov prior to executing contracts

ÅRegistration in the System of Award Management is FREE!

ÅDoes not require third party intermediary to register
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Common Issues

ÅPrinted version of SAM.gov verification is not dated

ÅRequired federal provisions (Attachment 5-C) are not included 
in agreements

ÅGrantee or subrecipient has not documented selection criteria 
and process



Procuring Professional 
Services ïQuestions?
Section 5



Environmental Review
Section 6
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Why is it important?

ÅAvoid and mitigate environmental effects that may harm your 
citizens or the surrounding environment

ÅPrevent delays and cost overruns associated with unknown 
environmental conditions

ÅPreclude successful legal action to stop project on 
environmental grounds

ÅSecure the value of public investment
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Key Acts

ÅNational Environmental Policy Act (NEPA)

ÅImplemented by HUD through Title 24 Code of Federal Regulations 
(CFR) Part 58

ÅIncludes other applicable regulations and sections of federal laws and 
authorities (58.5)

ÅState Environmental Policy Act (SEPA)

ÅImplemented by WAC 197.11.800
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Relevant Laws & Authorities
ÅHistoric Preservation (Section 106)

ÅFloodplain Management

ÅWetlands Protection

ÅCoastal Zone Management Act

ÅSole Source Aquifers

ÅClean Air Act

ÅEndangered Species Act

ÅWild and Scenic Rivers 

ÅFarmland Protection Policy Act

ÅEnvironmental Justice

HUD specific regulations:
Å Explosives and Flammable Operations
Å Toxic chemicals and Radioactive Material
Å Noise Abatement and Control
Å Airport Clear and Accident Potential 

Zones
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NEPA

ÅDirects federal agencies to consider 
environmental impacts of all proposed 
projects funded with federal dollars

ÅOne federal dollar spent triggers all NEPA 
requirements

ÅApplies on the date CDBG receives 
application

ÅEach federal agency develops its own 
environmental regulations
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Environmental Review

ÅProject Aggregation

ÅDefine and review entire project area

ÅLevel of Review

ÅDetermine level appropriate for project and understand what 
procedures must be followed

ÅDocumentation

ÅFully document environmental review process
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Levels of Environmental Review


